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ABSTBlCT' 

Objectives of a research project vere to determine 
current employer prjiptipes in personnel performance, evaluation in Nev 

>aampshire# and to inform vocational teachers and guidance counselors 
bf these employer practices so that they might make program or 
counseling .servj.ce modifications 'to better acquaint vocational 
students vith these practices. Xntervievs vere conducted vith 
tventy- three employers across^ the siate to leatn of their current 
. procedures In employee evaluations. Also, ptofess^^nal ieetings Qf 
personnel managerjs .and training seminars for personnel vere attended 
to qain^ perspective and. insight inta the tasks personnel manag«rs^ are 
required to dp. Overall findings indicated that graduate)6 vho knov 
v^hat they vant and vhat t^ey have to offer, and vho cultivate human ^ 
^ relations skills, viir interviev effectively and be mere successful 

in landing a jo{)</ This report discusses the bindings under three 
^ Copied: hov ' to get a job: ei^a^uatidn prior to employment, hov %6 hold 
a job: ^valuatipn after employment, and the importance of vork 
attitudes. Brief suggestions directed to vocational teachers for\ 
teaching vork attitudes and interpersonal relations ar^ included. 
These suggestions refer to use of the appended materials, vhich^ 
comprise the m^jor portion of the report and include samjDle employer 
interviev forms, employee performaiice evaluation forms, a listing, of 
teacher resource materials. * (BL) 
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Introduction ond Purpose 



• • What makes a good vpcationaflprpgram? Ate theje any universally accepted 
\ criteria for vocat^pnal progranf>jluality?, 

A recent study condiKteJ by the Center for Vocational Education at The Ohio 
State University (April/ 1975)1»spA the Delphi Tec^inique to help develop a rank 
( ortJer of agreed-upon criteria fojr .vocational program. quality/. ^ 

Using two rounds under tJie Delphi format,^66 criteria for quality werje ranked by 
mdre than 500 vocational educators from all levels of i(ivblvement\.- 

. As one might expect, th^number one criteria was ''Program cdntefit is current with 
occupatiorial practice, " It has beeii tjaditFonal to examine and re-examine vocational 
prograrn content with craft connlT^ttees to insure that this criteria of quality is present in 
all vocational progr-ams, ' . " ' * . 

• • However; oncethey are employed, vocational prQgram>^raduates are evaluated 
^ from a rrumber of points of view.artd the evaluation involves mor6 th\n simply the 

voccitionai tasks performed. In fact; studfents who are employed in larger agencies — 
such^jnsurance companies, produCtionJndustries, health services and retailing busi- . 
/ ' . nesses often find performance evaluations relate oaly i;i small ways tp specific job . 

' skills. Factors such as interperspnal relationships, pe^sOhal appeai'ance, punctuality, . 
motivation^ and self-direction are%!yen high priority as part of tJ|e periodic p^for- 
mance review. * ' ' . . 

Another study completed by the University of Tennessee (Porreca and Stallard, 
1975) coTicluded that ''affective domain competencies of studeot^^^ea/s to be as 
important as cognitive and psycho-motor corppetencies in vocational-technjcal 
educatton/' <^ ^ - 

Thus, while vocational ^ucators are (i|uiteconfidentJJiat the ^ecific vocation^ 
skills taught in a given prograti are "current with occupationaJ practice," \Ve are not ' ' 
fully aware ^nor are the students) of those otb^-aspects of the wor,ld-of-work.environ- . 
ment upon which our graduates wiil be evaluated. ^ ^ 

To continue to de^^lop quality vocational program?, nrigst know the full extent 
of employer expectations above and beyond specific vocational skills. 

It iS'the purpdke of this research to learn of these enf^ployer exf)ec;^ations and 
accomplish the frfftowing tvyo objectives: . ' 

CTf To determine current employer practices in personnel performance evalu- 
^ " ation in New Hampshire. ' ' . . 

'(2) To infornrrvbcational teacherS and guidance counselors of tKeSe employer 
practices so th^t tjjey might make program or counseling service mbciif i- 
^tions to better acquaint vocational students with these^ractices. 
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MethoddogM 



... ... — 

\ Forthe results of thi« study to be useful to the votational teacher, first-hand knowV^ 

eclget>f the actual methods emplaVers currently use to evaluate their employee'^ was 
^ ;. essential' * • • r • ^ , • ^ *^ • 

^ ^ The b^st way tp gain thfs rnforn^ation was through face-tchfaceintervi'evs^s 

peii|onnel departments" v^hich have the responsibility for hiHijg of new employees aod 
ev^Iuatiilg*xisfing employees. ^ * 

Interviews were cCnducted with twenty-three (23) empfoyefs across the state^to 
0 learnof their current procedures in employee evalifat^pns. These interviews were held / 
. . T /With biAinesses and industries of diverse size and geographic location — industries rep- , 
resentative of ihe occupational area? for which vocatronal education prepares students. 

The intervi^ process offered employers three methods of providing data and 
materials: . ' - - . , \ 

\ (1) Employers ftsponded to a standard set of prepA'ed questions. 

(2) Employers offered open-ended comments about t^eir method^ of i 
employee evaluations - * * ^ \Y A 
V / (3) Copies of evaluation materials which employers use for employee, evahj^- 
^tions;were obtained. ' • « / 

• The instrument used in the interviews posed the following five questions for 

directing the discussion: ' 

^ (1) Dpes your company/organization use a written evaluation form w 

deals with the performance of your employees? If so, could we pie 
a sample copy? * 

(2) In hiring new persbnnih; what are the six basic factors you feel are njHosfr 
, ' irf portant? » ' y * 

(3) How ate enriployee evaluations for pay raises or promotion conducted in 
youc company/organization? 

(4) Who is involved in these evjaluations? 

(5) What ^re the most common reasons for termination of an employee? * | ^ 

n^additfon to these standard questions, each person nel representative \^as asiked-? 
to r^nk thfe relative importance of the following t^M factors of work attitudes'- 
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1 PERSONAL HYGIENE AND APPEARANCE: the person rsappropri^telv^v 
. ^ ; - » -attirecl. / ^ ; 



^2. TftA'NABILITYr the person acrepts^XDnstrufttVecrrticisrh, follows instruc- 
tions willingly and performs consistently: 



3. SELF-CONFIDENCE; thef persons believe their own actions influence future 

events. 



4. RESPECTFULNESS: the person respects co-workers, supervision and property. 

- , , . . . " 

5. TRUSTWORTHINESS: the person can handle information discreetly and 

respects coofidendes. 



6. OPTIMISM: the person expects good from people and satisfaction from th^ 
• * natural course of events. t 

-t - ^ , , 2 1 . 

"7. WORKIN(f%{XIBILlTY: theq^rsoh js willing to work hours rpqliested, Is on 
^ time and is ^r^ent all days r^equired. 



8. RESPONSIBILITY: the person is able t0 handle jesponsibility justly and able • 
to, work under stress, _ - . . 



9. AMBITIOUS: the person Is striving for advancement or growth . 

— * '• ' ^ 

10. COOPERATIVE: the person is able to work well with others. ^ 



Twenty-three employers (see Appendi^^ A) were identified and interviewed. In most 
cases the person nef representative hired from two 6r more of the vocational education 
areas. Fqr'example, a large electronics company might employ secretariies, engineers, 
draftsmen andmachinists.Jhfe employers were selected based on these considerations: 
' • Located in New Hampshire 

• AH vocational educatiQn areas were represented • ^ 

• Both urban and rural employers were represented - ' 

• Small, medium, and large employers were r^resented 

In addition to the interviews*, tHfrTese.archer5 ^Iso attend^ professional meetings- 
of personnel managers and participated in training seminars fof perspnnel. From these 
we were able to gain perspective arid insigfit into the tajks personnel managers are 
re<!iuired to do. Erfiployee evaluation is critical bdcagse so much is at stake — for th6 
people rejected, for the people hired, for the people promoted, and for the people 
ftred. : ^ ' , ^ , . . , ^ 

The interviews were designedto find the aoswer* totwp Ijasic questions: 

* (1) What techniques are being used during the interviewig|piiring process to 
determine which potential employee. to hire? ^ ^ 

^ (2) What tecKniques arf being used once an emjDioyee is on tlie job to assess 
his or her potential and performance? ^ ^ 
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Ther€ are many more^quaHf ied applicajits applying for most jobs than cf^n pyssibly 
^ b?liirecl. Personnel nrianagement has adifficulttasMn finding the best person for (he 
company. The definition of "best person"- is a^Derson who will be an asset to the ' ^ 
company — one vyho w/7/ stay w/th the cotnpany andy^ork hard. Personnel people are 
trained*in the art of communicatiop-questioning skillf^ listening skills, and und^stand- 
ing non-verb^commUnications. It is their job — within legal confines — to gather as ^ 
^nuth information about an applic^nfin orderto make\he best possible hirtn^ decision. 
The job market in New Hampsnire continues Jo be very tight. And the new \ 
\ vocational gradq^ites enter this nharket with somfe strong strikes againstfthem. 
^ Specifically, the graduates are: " * \ 

/ • Yornig ' , . - ^ 

^ ^ •Inexperienced • ^^-^ 

« • Statistically not stable on the job. / . * ' • 

Vocational t6c(chers have the opportunity tobhange thi^se debits to credits. Our 
findings clearly mdica(e that graduates who know what (hey want and.what they have 
to offer, and wfeo.ha ve cultiwated humao relations skills, will interview effectively and 
be more successful if) landing a job. - . V 

4|Dur findings are extensive and will be presented in three broad areas:. . * ^ 

I. fvaluation prior to employment — '^How to Cet a job" 

II. Evaluation after enrjployed — "hiow to Hold a Job" 
^. * III. The Importante of Work Attitudes ..^ * , 



• .V HOLD to Get Q Job: ' 
\ ELXDluQtion Prior to Empldtinnent 

>- . • .- / 

' The minute a vocatibnal graduate makes contact with a potential employer, the - 
evaluation proces»begins. Thus, competition for jbt^lDegirt's long before a person even ' 
has the dpportcjoity to demonstrate his or her vocational skills. Graduate? of vocationaf . 
programs, therefore, require skills in the job interview process^ if they are to improve 
their chances of obtaining the ]ob they want. Actual forms which personnel managers 
use in the interview process are available in AppentJjx B. * ^ 

In many organ i^atiq*ns the interview process itseff has a number of steps beginning 
with the initial contact with the receptionist. 

. When the job applicant is brought to the company, sometimes the personnel ^ 
receptionist will "code" the apfilication form with Some brief general inipressions of the 
applicant, the receptionist may alsachoose topass the application on to personnel or 
file it away. , . - ' ^ 
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The second step i54jsually a meeting With a member of the perSonnelxlepartment. 
The purpose of this stage of the interview procesi is impoftant tb keep in mirwJ. Here the 
. applicant has a chance to c^)nvinGe personnel tl^at he or she has the necessary 
ir^qu a lific ^ tion s and^s-theTtgnt person forthejebr Pefsennel managers leek-for the - 
^T^relevanl information needed toinrvike the hire/reject decision. The interview with 
personnel us'feialty emphasizes identification of work habits and altitudes. Specifics 
being consider^ are aptitucle, personality^ motivation and'character. Personnel Wfll be 
a^rttofhe manner of response padsesthat may indicstt^avoidance of critfcal issues — 
and will investigate further in these areas. In essence, every possible factor is 
considered by theintervrewer and then evaluated. It is his j^b to decide if the 
specifications and tj;ie applicant s-skills will match. 

The third part of the screening proce^ is performed by the department supervisor 
vrho assesses the applicant's specific job skills. 7his interviewer also assessed work 
attitude' factors. Personality .traits often pla^n Important 4-ole — it is in the com- 
pany's b^st interest to hire a'person who will be an ass^t, a person wfio wilTget 
along well with^other employees. ' ' ^ ^ 

While variation! in the evaluation prior to employment often occur, affective 
domain competencies are always considered. Sometimes an inforqial score card is 
maintained on each applicant with all interviews being recorded, Such a recordls » , 
important and vafuable when large numbete of applicants apply-for a giv^n position. ^ 
This pre-employment record is destroyedas soon as thp applicant is hired or rejected. 

The personnel workers in New Hampshireare fully aware and rcii^ectful of the legal 
structure which restricts the questions job applicant is required to anlswer. I n fatt, it was 
^ Suggested that students be taught the laws govern in g^equal en^plcyment opportunities. 

\ > * , • ^ • ' I 

f 
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\ ... k ■ . . ■ 
. . HoLu to HGid o Job: 
EuoluQfion AFter Emplogment 

. ' ' • '--^^ ' - ■' ■ ■ - 

Personnel evialuation after erfl^yment is a more extensive andtbrrrial process. 

Nearly every employer has a probationary period for the new employee. During 
this tim^ a mutual evaluation of the empfoyer-employee relationship and the job 
environment takes place. It is understood that during this period eitJjer party can termi- 
nate the employment with no recriminations. ;* I ^: 

Most Employers have required. procedures and forms which are used in periodic 
employee evaluations. These forms show clearly that employee evaluations hinge 
strongly onr personal and attitudinal factors as well as cognitive and psychomotor skills. 

Most New Hampshire emplOyers^evalUate their Employees for three reasons: pay 
raised;, p/bmotion, and personal improvement. Evaluations for theletHjrposes are 
usually performed at the same time and with the use of the same questionnaires. Some 
employers, however, believe these evaluations should be done separately to allow 
employee growtR and devetopm^jit to be emphasized and separated from salary and , 
promoti6n considerations. . • > * 



Therp are three different typ^s ti job eVahjations perfbrnfed: One for hoUrly wage ' 
p6sitpns; one for salaried non-exempt, such as office workers and technicians, and One 
for salarieirf exempt or managerial positions. I^fe^ftective domiirf (fompetencies'appear^ 
"10 W more important In the sajfaried positions— *r 



In allof these positions theeyalijajion usually j^egins with the imniediate 
supervisor. Some instrument used are fncfuded in Appendix C. The criteria used in- 
cipde cognitive; psychomotor, and affective dorriain.competencies. The.employee's 
evaluation and His supervisor's evaluation ar€^then compared and a decision is reached 
concerning the pjiy raise or promoti(j)rv. - , ^ ' 



The HTiportonke oF Work Attitudps 



Each of the twenty-three (23) 
of the terf^facjors which comprise 
differences, the following pattern 



Employers was ask^d to rate the relative importance 
v/orkirtg attitudes. While there were some ^ 
\^as recorded. ' " . ^ . 
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WORKING AtTITUDES . 



1. PtikiONAL HYGIENEcAND APPEAR- 
. ANCE: the person rs approprrately 

attired.- * 

2/ TRAINABJLITY: the peYson accepts 

constructive criticism, 
follows instructions 
vvillirjgly and performs 
c onsistently. 

3. SELF-CONFIDENCE: the person be- 

! ' jjeveshisown 

. actions influence 
^ ^ futute events, 

4. RESPtCTFULNESSj the person respfects 
; co-workers, ^per- 



vision and 
property. 



TRUSIV\^hTHir4tSS:ahe person can 

handle infocnfla- 



tion discreetly 
?ind respect^ 
confidences. 



6. OPTIMISM: the person expects gp6d 
' from people and satisfac- 
tion frofn the natural 
course of events. 



7. WORKING FLEXIBILITY: the fierson is^ 

willingtq^' ' 
# ^work hours 
/ requested, is 
\^ ^n time and ^ 
js present all 
days re- . 
- quired/ • 



8. RESPONSIBILITY: 



the person is able to * 
handle responsibil-V ^ 
ity justly and able to 
workundei* stress*. 



9* AMBlTIOtiS: the person is striving for 
* • . advancement or growth . 



10- COOPERATIVE: the person is able to 
work well with others. 

nr- 




An analysis of the above table indicates:-- . ' 

• Th^factots of TRUSTWORTHINESS arv^ORKIISC FLEXIBIUTYwere rated 
, the highest ip terms of employer importance. ■ ' 

■ . . •^^fsctOTsatfERSOHAtfiYdtBhtE ami APPEAftAN€t,^PE€TfVtN ESS, 
and C00P£R/A7(V£/S/£SS were close seconds, 

• Other characteristics added to the list in the "other"' category involved being 
Dependable, Hard-working, Economic-minded, And.Stable. 

• There Were a number of occupations with specific characteristics which one 
might Acpect, such as: ^ ^ . , 

l^rsonal hygiene and appearance were extreme ly^mportan? in 
\ health rel<itedjoccupations as well as business and office 

' occupatioris. 

Trainability was r^inked very high in the manufacturing and^Jiechnical 
industries. • * • 

Self-confidence>vas a factor which employees looked f or jp identi- 
fying future leadership poteTitial.^ 

Responsibility was another factor in identifying leadership or super- 
visory potential. . : ' * 




h6lu line ycxK:itiont:jLT(K5chef 
k'^-.^bon Make 0. Difference 



/ 



H]^ study has ^^l^onstrat^d that if a vocational education program is to be 
j£6i^S^f^ ''c|5U^?rtlr|vh:h pc^pational^pracfice,!' tNere must tie provision for ih$trac- ^ 
• tibiur^^lfgrt^ attitudes artd interpVi^sonal communication skiJIs 

as partof thep<bgram. , * ^ . / 

. When asked if they address work habits and attitudes ih^their programs, vocational - 
teac)}er5; and counselors i/suallY.indicate t;hat these qonc^&ptS'arg irwpliedor jliscussedv 
all the tirhe. In fact, son^ie of tl^^se ^ctor$ are part of thegradinrg process. H6wever,,thls 
is hot enough. If our vocational program graduates are to j^e fully pd-epared for entering' 
arid maintai/iin&employipenVa more substantial instructional efffirtin the teaching of* 
work attiiaii^es arid interpersonal relations is required ^ - * ' 

* " Suggestions for teadier Action. * * I ; 

. * J[1) Vocational programs shp\jld have exp//c/t instructionjn personal Sevelflp- . 

nrieht induding work habits; attitudes, and interpersonal convnunicatio*h ^ 
' - ^ ' ^iWs^ , • / ' ^ ' 

. (2) VoAioaalst^ents must receive first-hand experiences irrJob-sT^^ _^ 
sVili^ lAcan be accoftiplishTed jp a nijjhiber of .Ways, such ^ ^ 
' .^1 



a. Mudy, complete, and discuss sample job applj<tatioa^^ • 
✓ those in Appendix B. ' . * * 

b. View films on thi^jobintervievrptfocess. , ^ 

c. Rolp-play the-job interview^ith fellow students and instructor's. 
^ d. Invjite a local personnel.jnanager tc^.the classroam.to d[scuss the ^ 

jot^ interview process and to delnonstrate (role-'play) various inter- 
'-^ (/r^vieW situations. , * ^ , * 

^Asiist the students in^vriting a resume.^ , , - * ^ ^ 

(3) Vocatiofialistudents must be knowledgeable in.thejDUf poses an'd method^ - 
' which .eknp^oyers use to evaluate their on-the-iob performances. The 

matei^Vi^^f luded if» AppernJix C provide a-numberof examples of actual x 
' :»evaluatiAi,instrunfients currently t*sed by employers. Thes^ mightbe used 
bystuderttS.tp self-evaluate their performance in the^ vocational edutation' 
program. 



4. 




dramatically &s/eT the past few years and the'rr cost is mpst^easonable. 
While spilse^f the materials are designed for specif icvocationa4ar^as/ . 
most are generalized and can be used in a variety otvocetional'program 
areas. A Comprehensive BlbHogra'phy bf iristructioria^materia|^for teac4i*' 
ers appears in Appendix D. * . . • ' 

(5) Feedback to students enrdllecl ih vocational programs shpulfl include 
iriformation ojji work habits, attitudes, ahd interpersonal skills as well as 
grade reportirtg on program content and vocational skifls. • • ' , ^ 



\. 

\ 

\ 



ERiO 



' 12 



t 



• I 



Alvlrne High School . 
Ashuelot National 3ank 
- Centronics 

jCReshlre ffhployment Agency 
Cheshire Hospital 
Department of Employment Security 
Hogan's Florist v 
HomesteBd Woolen Mills 
Jordan Marsh 
Keene High School ^ 
Keene 'State College 
Kingsbury Machijne Tool Corp'. 
Manpoj^^r 

Mar kern Corporation 
Mi 11, End Store 

shua CorporatiT)n 
National Grange Mutual Insurance 
Jit. Joseph's Hospital 
Sanders Associates, Inc. 
Smith Plumbing & Heating 
Teledyrie Electro-Mechamisms 
United States Department of Agriculture 
Weatteau ' Incorporated 

.V 



.14 



7 



* 



, / 



APPENDIX B 



SAMPLES: EMPLOYER INTERVIEW EVALUATION FORMS 
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Employment Application 



LAST NAMf 

1. 


^FIMST N4^MB ' ' MIDDLE INITIAL 


ApOA«%S 




CITY 


STATE ZIP 


NIAMIST PKOMC 

a 


a OO YOU HAVE RELATIVES OR FRIENOS IN T^4s COMPANY? | j ^ | j 

IF SO. rTATE NAMES. RELATIONSHIP AI^O OEPT- ' * ' 

• * i 
• 


mCSENT Oil LA»T SCHOOL ATTENO CO-N A M E CtTV STATC 



OUR EMPIX)yMENT ^POLICY— tQUAi: opfowtunity ro« all witmout otS; 

CRIMINATION BECAUSE OF RACE. COLOR. CREEP. SEX. AGE OR NATIONAV ORIOIm! 



POSiT||^N APPLIEO-POR 



OATE OF APPLICATION 



HOURS AVAl 
FULL TIME 



(BE SPECiFiCi 
PART TIME 



ARE YOU UNOfR IS YEARS OF AOET 

' YES O NO CZl 



SOCIAL SECURITY NO. 



IS IN CASE OF EMERGENCY'-NOTIFY 



DATE FINISHED 



'Graduate 



HIOHEST GRACE OR CLASS COMPLET^ 



OTHE«.f CHpOLS;HIOH SCHOOL pR COLLEOES- 



HAVE YOU wdRKBO, AT ANY OF OUR STORCS OR WAREHOUSES IN THE PAST? 



JOS TITLE 



^ HAVE YOU APPLIED FOR ^OR|^ AT At*Y OF OU^ STORES OR WAREHOUSES IN TMl 
WHERE * ^ * -* wir^rw * 



• PECIALtYRAM«lNO OR OFFICE SKILLS 



SPORTS OR HOBSIES 



, ^ WHAT PROMFTEO y6u TO CQMe INT.PLjEASC yST DETAILS As TO KEWSPAPER AOV^ISINO OR COMMUNITY 
^ 9. OROANtXATtOM RKFERRAL 




PERSONAL RCFCnCNQES 



NAME TWO 



PHYSICAL HANOICAPS-SPECIFY 



ARE YOU A U S CmZENT 



IF U S VETERAN STAT^ TYPE OF OlSCHARQE 



HAVE YOU BEEN 'CONVICTED OF A MISDEMEANOR (EXCEPT A FIRST CONVKTlON FOR DRUNKBNESS. 
SIMPLE A'sSAULTi SPEEDING^ MINOR TRAFFIC VIOLATIONS .J^FFR AY AND DISTURB ANCE OF THE PEACE) 
WITRfNTHE PAST FIVE YEARS? ' * 



EXPLAIN NATURE OF DPFSENSE; 



n 



HAVE YOU EVER B EEN t C ON ViCT ED OF A FELONY? 

/^^YEs n • NO n 

EXPLAIN NATURE OF OFFENSE ^ ' 



HAVE YOU BEEfif' CONVICTED OF SHOPLIFTING <?ARCENY) >^THIN IHE F^ST FIVE YCARS? 

> YES O NO n 

IF SO. GIVE DETAILS 



PLK^E LIST ANY EMfLDYMENT YOU MAV^/^A'^i 



'PRESENT OR LAST EMPLOYER 

: '. ^ 

NEXT LAST EMPLOYER 

; MBXr LAST EMPLOYER 



-r- 



AfBXT LASY EMPLOYER « 



NfXT LAST ITMPLOYER 
Jt 




I. HERESY CERTIFY TO THE BEST Or MY ICND^'%flK#NOJ|^LiEF THE ANSWERS MADE HEREIN ARE TRUE AND COMPLETE AND I REALIZE T»tAT ANY DMMISSION Of^ FALSIFICATION WILL kUULJ IN MY DISMISSAL IT IS 

NY OR MYSELF AT THE DISCRETION OF OTHER ^ARTY IN IkaKIN^ THIS APPLICATION FDR EMPLOYMENT »t IS UNDCRSTDOO THAT 
. .. lO THROUGH PERBONAL INTERtAwS WITH YQUR NEIGHBORS. FRIEnOS. OR OTHERS WITH WHOM YOU- ARE ACQUAINTED THIS- 

*mm^.!!l^ Jl!! -^JLy^ ^"^^^ CHARACTER GENERAL RE^MTATIDN. PERSONAL CH ARACTCRlBTlCS AND MODE OF LIVING YOU HAVE THE RIGHT ♦TO MAKE A WRITTEN REQUEST WITHIN A REABDNABLE| V 

PCRtOO OF T'ME TO RI^^VTjpAODITIDNAL. ^KTAiLEO INFORMATION ABOUT THE NATURE MHO SCOPE DP THIS INVESTIGATION I AGREE TO BE SPNOCO AT tnE COMPANY EXPENSE ' 

1 •**^»^'*CKNDWLEDGE mViQnG^CEIVED NOTICE THAT PAYMENTS OF WORKMAN'S CD MPENS/^TION HAVE BE EN Vr(^VIDEO UNDER CHAPTER IS! OF THE ANNOTATED LAWS OF THE COMMONWEALTH OF MASSACHUSETTS 

BY nlQVIOiNO FOR SELF lNSURAl9cK UNQKI* CAin A\ ft. . * > * 



_ ^m.m. -r r^. •WwnPi.CHH^r.W q^K.tE.P IPIK ANSWKRS MAOE HEREIi 

AGREED THA#kY EMpLOttHENT WITHOUT iMfffk ANOffAY BE TERMINATED BY THE COMP^K 

*^AN IN^ESTI0ATIVECDNSWM^» report may iEPR^EPA^ED WhCREBY INFORMATION IS OBTAINS 
OUIRY iNCLUOt* •mwO^HAT^N AS TO YOUR CHlkRACTER GENERAL RE^MTATIDN. PERSONAL 
RIDD OF t'ME TO Rl^f^vY^'ADOITIDNAL. RETAILED INFORMATION ABOUT THE NATURE AND S 

«W»f^1fcCKNDWLEDGE mViQnG^CEIVED NOTICE THAT PAYMENTS OF WORKMAN'S CD MPENS/^TION HAVE BE EN 'pR(^VlDEO UNDER CHAPTER IS! OF THE ANNOTATED LAWS OF THECOMMI 

Mqvioino for self ^nsur^^Jce under said chapter ^ m * * ' ' 

I APPLICANT FOR EMPLOYMENT ViTH A SEALED R^ECDRaON FILE WItPtJiE* coWwiSSIONER OF PROBATION mTN ANSWER 'NO RECORD* ^ITH RESf«CT TO An'|NOUV«Y HEREIN RtLA^IVE 
y y^^^f^^HCf OR CONVICTIONS AN APPLICANT F^m EMPLOrM^NT WITH^ A SEALED RECORD ON FIL^WITH THE COMMISSIONER DP PROBATION MAY ANSWER NO RECDRPJ TO AN 




MMBBTB OR CMIMINAL COUIIt APPEARANCES 



TO PRIOR AIIRB 
INOUI^Y HERB 



IN Rl 



CRIMINAL 
BLATIVB TO 



PRE-EMPLOYMENT MEDICAL HISTORY QUESTIONNAIRE 



''MAVt YOU CVCII 



OB l»0 



B*««l O^Sf^d OA 

B#««i vrfwiMd to hov« *' I 
, m 9pmmft9n . . . • 



B««n (•read ^|||^ wt • « 



IF YES -EXPLAIN 



y 



Rte«iv«d Workman's Comp«n««lion . . 
lof hwlth raesent " 



s«rvie« for h«etth r««il 



B««n vnobi* to perform ustMl dutivt 
b«eous# of tl(n«s> or occidorit for 
moro than ] wk. during ^tt 2 yr».^ 

Boon rofutod o ^*vor'» licon»« 
for h«o(th r«B>ons 



on NO 


^IF Y4ES -EXfLAW 








1 




* 










1- 









DO NOT WRITE IN THIS 
§PAC.E 





i^i>(;tfo«Vod l^J^/'i^f • • • 

Iwith rotfriMKBVo^otoriol 



HovoTf 

Hov^lll^i 

Howo )ro« ovof workod 
HovoV»v OvOr 4rorkod m a dusty trod* 



HovO you ovOr hod fit* or convuttions^ 
Hov« you ovor hod a ho»d injufy . . . . 

dl\ov no«d gloss** to f^d ...... 

Do you no«d gloss** for distonc*. . . . 



Do you woor eontoct 1*nsos . . 
Do you *vor m hoorinf aid . 
Hsvo you ovof had n^vo tfou^l* 

J Da you toko modiemo.rogutorty 

« hi* 



MAVf YOU EVER HAD 

Oiofc*t*s . . r 

'Hifh GAood Pfossuro Z 
D ^1 \ 1 



Tybofcuknii Of C3(tt«t kmg 6n99%m 

Norvous Diserd*' ^ 

A 



Hoort trouklo 



C«nc«i 



rts 
SUSS. 



A/itirttiB 



Starting Oste- 
in ' 

Departntant 

Number 



Position^ 




HHVE YOO EVER HAD ^ 
AHor^jfs.or fo4ctA>As^ drwgs . . . 

AstHmc 

'''Biood or SwfOr iO.Urino 

Covfh (ffo^Mont Of chfor^'c) », ^^J^^ 
Fomtirtf Spoils Of d.iiiftoss . . . > 
^hor Mtvitssos 1 — i 



TlS 



Hoy Fovor 

Hmo6^Mh9i (froqurrir) - • • • • • • 

Jour>di<* • » • A* ' ■ • 

Joint poiri* . . • 



PofolyS'S /. 



TtS 

0» MO 



ilk. tnoss of Brooth 



Skift roshos Or Eetomo . 
sSiomacK or 6uo6$^ uk*( . 
Sw^inf «f j^t^or onklo 



Unnotion diffieultios 
Voricos* Voms . . . 



7^ 



IMMUNIZATION 
TETANUS.(Loci^i*w) 



POLIO' 



Dot« 



VE/TATVu^MfS 

jtfllT TQ A PHY* 



^ THt AiOVE 

I AM WiLUN« TQ SUi^MIT TQ \ PHYOICAL KRAMINATK^N AJ THK »KOUt»T QP^TMt 
• K COMTlN««MT*ON TK^- RCSULT* 



ARE TRUE TO THE BEST Of MY XMOWLEOCE. I UNDERSTAND T»IaTANY MISS^I^MT OF FACT IS CRQUNDS FOR RELEASE. 

»TO*C MAWAOSMt^<T AND IF QNK IS OIVKN * AOi»KK THAT MY CQNtlMUKQ KHPLOTMCNT MAt^ 



O MOT »JIITE Bi'lO* THII LIME t ' 

ERJC- 



SiGNATUnC Q.^ APPLtCANT_ 



. 1 



• 19 



'Applicant's Na^e-^; , , Type of llforlc 

, \* Former, . * • 



Superviso r . . T itle* C ompai^ y ^ - P hone 



This is (your name § title)' (Api)licant's Name), has 

applied to us a job*. I would like**to verify the information he has |^ven us. 

Do you rMenber him? f - > * ' ' 

■ ' ' ' ' * ^ " %f , ' . . * 

^ 1. When did he work for your S^f^^l^P? Fro m' — T o ' 

. • * {Company) ; \ \ ^ 



2. *What was his job when h^ 'Started? 



When he.l,eft? ^ . # , , . . ^ ^ ' 

"3. He says h^was earning | ^ p e t ' m * Is that correct? Yes ' No:$ 



4. , How 'hard a worker was he? , ^ « r^^. > 

• . ' Industrious? . Watiable? >La2y? < ^ 



5. Mow good was his work? ^ \ 

"I Carenil^* ^ \ Quality* Conscious? ^ S^opjSy?^ 

6, How. was l^s ^ttendsmce? ^ ^ « \ 

*^ . Ch'i:ojiic, Absentee? Hearth Rroblems? ' Dependable? 



^ 7. What was 'his accident recprd? * ' ' ^ 

. ' ^ • Accident Prone? ^ ' Safety Conscious? / 

8. How did his g^t along with others?^_; ' . > 

^ * Easy to work with? Trouble Maker? \ ,Woody? 

.9. How was he to supervise?^ ^' ^ / 

' *^ * Easy to handled Needs close watching?* V Resistant? ^ 

^ . 10. Why did he leave your Hospiital? - " * 

Anythiilg il&desinift)le? ^ ~ 



11, Would you rehire him? " Yes v_ No ' Why not? 



12. Do youjcnpw of any. special problems he has--5uch as drinking, gambliijg, moneyj^ 
health, or trouble at home? * ' v ' * ' 



COIMENTS: 



DATE OF CHECKS MADE BY - , ^ TITLE 

• . — : — ^ — ' ; 



EVALUATION- SH^ET 



NAME: 



>P0SIT30N APPtiED FOR: 



DATE: 



PERSONAL 



Appearance. y( v. . . . 

Friendliness 2^ Agreeableness « «. 



Basic Energy Level 

(Visual-Jnterview). . 1 . . 

PhyiAcai Condiffpn. 

(Any Notic^ble Limitations) ♦ -) 



Above 
Average 


AveHToge 
(Acceptoble)* 


ihqccepH 


Questionable k ' 
.Give Reason (sj 




T 






* 










I e 








t 




1 



JOB REQUIREMENTS, 



^Experience r 

J. 

Stobilify . ' T 

, (Overall" Lddgevity Previous EmployersX 



A tot 


Some 


Ajpost None or None * 


it 






•* 


* 





M.ISCELLANECiruS'. . 

, Babysitter , 

Military Closif flection 
Transportotlon . . . e . 
AvaiUjbility ....... 



, J 



No Problem ' 


• 

Problem Area (State Reason (s) \ 


1 


^ ^ It 




0 


* A 


— — — 




^ 1 L- X ' 



HfMARKS 



Overall Ratjng: 1 



> , ^ 'Yes No 

^tv I 3 1 \ 4 p-n RecommencJed to Employ, | . | | | 



V 



ThU oppliooUoa oniit b« in^Tour 
own hOBdwtltUii^ 

To rocoWo ptopor toiMi4*rat|oi|< 
cdl quottiotps on both sidot oi tbU 
iom must bo dnswMod. V 



AppliQtien for Employment 



0^1 



> FOR OmCE USE OKLT 

AppUc<4ion Filod 

AppUoatioA Accoptod 

Clock No T. r ^ 



Ummm in Full^ 



fLlAtl PK^NT NAM! OHLY 



PtmmI AddfjU.. 

aiiw. 



Bow teo bkvo yo« livod ta thi« City? 

Lasl pnrvSou oddxoM 

Dftt« of BlxthJ ^ : 

Moatb Dot 

yUitimd O :^ SingU □ DiTOrc«d □ 
How Muy P^noni do yon Support? Wif«.. 



in this SUto?^l L.LAio yon a oitfii#n of United Steto^l? 




^' JOwn ) 
^Pho9«(Nabor$ 



^/i.... Height. 
iSepaiAtsd □ 
Childron 



Weight Smx, 

Wldow«d □ _ 

! othw* : 



\ 



Explain.. 



Hmrm jm Bay ''fidiline'^ bnsinoM intezMts? 

Do yon own yonx hom«i? „.Do yon owi^ other Real Estate? tfe yon own Automobile? — 




Eind of woik dednd ~ 

Ptotiottdy employed here?' ^...^ From 

Hare yon Amf Relativee of J Name.,. .... 
Friende in Our Employ? t%^^ 



.to_ 



Wages Expectfd.. 

. ♦ 



In caM of Emergency notify^ 
Addrois^ 



.Phone.. 



,.City . 



..State.. 



EDUCATION 


Jfom* aad Loetttlon oi School 


No. oi 
y«an ' 
Attoadod 


CeuTM of STttdy 


Did Tou 
Oraduota? 


. Dot* oi 
Loorlag 


Grammar School % 


t 

w 




• 




Mo. Tr. 


High School 












ColUge or UniT^r^ty 










$— 


7 ~~ 

Kigbl School 










ItQflm, BnsinoM or 
Corroepondono* School 


" r r 











What Foreign Language do you understand ? 
Hay* you ■•rv*d an apprenticesmp? How long? 

Wh«r*4«rvfdinU.S.? . . Wh«n wrved? 

M^hanical Experience or Business Machines you have operated 



Trade ?.. 



ERIC 



AH qua»fi«i appUccttHi Will receive contideraUon without re^rd'to age. roce* color. reUgion. sex. naUonol ongm or miluory statu*^ 
e ' —22-^ 

• . ' 22 - • .• 



HIFLOTMENT HISTORT: - Qirm NaduM and Addr«MM ol ALL Pr#Tioaf Emplpj«rt (indading civil BirwtbmU 
If you or« BOW working, prosont omploTor and roteon for doilrt to qul^ must bo incAmiod. ^ • 

l«r lapM ol tlB« whm a pmiod of twslaation of ono plcico of oBplormwi doM not fit Into tho ant plaeo bf teploynrat. 



Eaployon Homo ond AddroM 


Kind of Work 


WOOM 

Por Hour 


Stortod 


Dalo 

Uft 


R«a90O for Leaving 












- 


♦ 




> 




- 












• 




) 




1 

1 


/ 










■f 


* 















What l^ytioal Da^actr lunra you?^ 

Wm you iniurad at work? Nattnte>^iajury„.. 

Do you Waar Glasses? ^ _..Is your Hearing Good?.. 

Additioiiial Remarks: „ ^ 0-. 



..Your Speech? 



J. 



Hav* you Mrvad in the Arm*d Fqicm of tba United States 
State Rank and Branch of Service .y. 



Are yon now em; 



ipl^Sid?.. 



_Where?.. 



I sgzoo that kny falso rtatm^nt la thii application ihall b« ■ufficiont dauso lor rojoction or diimiisal. I h^roby grant 
' pormiMion^to ia^Mtigato any ol tha information includod in thi# application and to lubmit to modical azamlnAtion if ro> 
qalrad» Tha uta of this blank d^i not indicato thara ara position! Qpan and doas not in any way obligata thit Company. 



Witni 



Sign 



Sionaturo of Applicant 



INTERVIEW (Yes or No) 
Rerah of InterYi[ew 



DO NOT WRITE BELOW THIS LINE 

Date [ ' J ■ ■ 



Hour 



V 



Aoeoplabla for Kmploymant? . ' ^ ; Starting Rata 

Ot^patiOB , . : \ I Dopt. 

lateiTlewed by Eoiployed by 

!k....^.,,^.^!^,..,, : Approred by 



ERLC 



2a 



.Starting Data.. 



. Shift 
Clock No. 



FOF Of FICE Klil^NlY 


, Possible WoHc 
Locotions 


Possible 
Po$(ticrns ' 







APPLICATION 

FOR 
fMPLOYMENT 

r 

# 

(PLEASE PRINT PLAINLY) 



FOR OFFICE USE ONLY 


Work 




PotSfion 


,©ate 







To Applicont: W« d«#ply oppr«ciat« your int«r*tt in our organization and auur* you that we or* sin^«r«ly inter«ft«d in your qualifications. A chior underitonding of your 
bcKki^ound ond work hiitory will oid ui in ploting you'Ya the position that best meets your quolificotions and may assist us In Mssible future upgrading. 



PERSONAL 



Date: 



Nome. 



First tnitjpl 



Middle Initial 



-Sociol Security No. 



Present address - 



No. Street 

^ow long hove you lived ot obove oddress? . 
Previous oddress i 



City 



Stote 



Zip 



-Telephone No. _ 



.No. 



I^eet 



City 



State 



-How long did you live there? . 



To Applicant: R^O THIS INTROOMCTION CARCFUlLY BEFORE ANSWERING ANY QUEST^bN^ fN JHIS BLOCKEO-OFF AREA. The Civil Rjghts Act of 1964 
prohibits discrimination in employment ']>ractice becdVise of rac0, color, religion, sex or notional origin. P.L. 90-202 prohibits discrimination "on the bosit of age 
with respect tolndividuals who are ot least 40 bot \€U thon 65 years of oge. The ^ws of ^me States olio prohibit somo or all of the above types of/discriminotion. 

DO NOT ANSWER ANY QUESTION CONTAINED IN THIS BLOCKED-OFF AREA UNiESS THE EMPLOt€R HAS CHECKED THE BOX NEXT TO THE QUESTION^ 
therOby'indkoHng that the requested information is needed for a bona fide occupational qua^cation« notional security laws« or other legally permissible reosons. ^ 

. If no, hire is subject to verificotion that you ore of minimum legol qt[e» 

□ Height: ft/ ^ in, □ Weight:^ i — lbs. 

Divorced Widowed 



□ Are yo^ over the age of twenty*one? - 

□ Sex: M F 1^ 



P AAorttol Status: Single . 
□ Dote of Morriage 



Engoged . 



Morried . 



Seporoted- 



Q Number of dependents including yourself - 



-□ Are you o citizen of the U.S.A.? . 



WKot is your present Selective Service clossiftcotion? 

Q Indicate dates you attended school: 

^ -_ * 
Elementary « 

From To 

Other (Specify type of school) 



High ^chool'- 



College _ 



From 



To 



From 



To 



From 



To 



)f yes, on wjiot jobs? . 



P Hove you eyer beeji landed? 

D Hove you been convicted of o crime in the post ten yeors, excluding misdemeonc{rs ond summory offenses? if^s, 

describe infull^ L ^ ^ 

Employer moy list other bona fide occupoViqnol questions on line below: 

□ , ^ 1 



Whot fTwthod of transportotioit will you use to get to ^or^?? fi 

Position (s) applied for . ^ , i 1: 



Would you work FulMime — Port-Time 

Were you previously employctd by utt 



^ Rote of pCiy expected $_ 

Specify doys ond hours if port*tlme , . \ 



-per week 



If yes, when? . 



List ony friends or relatives working fb^ ui . 



If your opplicotion 



IS comi 



Nam*(i) 

idered fovorobly, on what 'dote will you be ovoiloble for work? 



.19. 



Are there ony other experiences, skills, or quolificotions whlcb you feel would ^eciolfy fit you for work with t^e Coqalsony? . 



.ERIC 



2# 



Do you hove ony pl)ysicol defects which preclude you from performing cerfoin kinds of work? ^ 

ofid specific work limitations , ; ^ , » « 



If yes, descril^ su^h d«fect« 



T 



H0ve you hod a mojor illness in the post 5 yeors? — If yes, describe . 



/ 

Hove you received compensotion for injuries? . 



. If yes, describe . 



RECORD OF EDUCATION 





Nome or>d Address of School 


Course of Study ' 


^Check Lost 
Yeor 
Completed 


Did You 
Groduote? 


List 
Dipldmo 
or Degree 




fntory 


— ■ — , ^ — ' 




5 


6 


1 

♦ 


8 


□ Yes 

□ No 


4^ — ^— ^ 


• 










1 


2 


3 


4 


TXl Yes . 
□ No. 








College 






< 
1 


2 


3 


4 


□ Yes 

V □ No 

1 






qther 
(Spe^y) 






1 . 


% 


3 


4 


. □ Yes 
□ No • 







MILITARY StRViCE RECORO^ 



^ Were yiu in U.S. Armed Forces? Yes. 
Dotes of duty: From . 



No. 



If yes, whot Brpnch? 



To 



Month 



List duties in the Service including speciol troining 



Ytor Month Ooy Y«or 



Ronk o^t dischorge^^ — 



Hove ydb token ony troining under the G.L Bill of Rights? 



If yes, -whot troining did you toke? . 



' PERSONAL REFERENCES (Not Former Employers or ftelotives) 



Nome ond OCcupotion 


Address 


Phone <f»lumber 




* 




! 


w 


1 ^ 









List b«low all prasant and'^paft emploympnt, begifining with your most re'cent 



Noma ond Addrm of dompbhy 
and Typitf' trf BusinLsi « 



Ffom 



Mo. Yr 



Mo. Yft 



D«s<rib« in detail 
»h« work yoirjdid 



W«Aly 

Storting. 
S^lory 



loit ^ 
Solory^ 



Uttoion f oK ^ 
Uovip9 



Nomo -of 
SMp«rviior 

t— 



*Name and Address of Company 
and Type of Bus ness 



^pom 



Mo. 



Yr: 



To 



Mo. Yr 



Doicribo in dotoH 
tho work yov^id 



Wookty 

Stv'rting 
^lory ' 



Wookiy ' 

Lost 
Solory 



lUo«on foe 
'Leaving 



. Noq[io of. 
Sup«rvisof 



II 



Name and Addreiii' of Compaliy 
•«md Type ^f Bui ness 



From 



Mo. Yr 



To 



Mo. Yf 



D«icrib« in'dotoil 
th« work yov did 



Wookly 

Starting 
Salory 



W««kly 

Lost 
Salary 



Reason fjor 
9 Leaving 



Nom« olf 
SMp«rviior 



lU 



1.- 



Name and Adjclress-oi Company 
^ and Type of Busjiness 



' Mo, 



Yr. 



To 



AAo. Yr 



D«icrib*^n 'dotojl - j ' 
th« Wn^k you did 



Woolly - 
Staging 
Solory 



Wfokly 

Last 
Salary 



Reason for • 

Leaving 



pime of 
bervisOr 



IV 



Name ond Address ol Con^pany 
.and Type of Business 



From 



Mo. Yr, 



To 



Mo.^ Yr. 



Doicri^ in dotoil 
the work you did\ 



cly 
Storting 
Satory 



>A%okly 

Losf 
So lory 



Reason for 
Leaving 



Nome of 
Supervisor 



A4dy we contact the en 



pioyers listed above? . 



. If not, indicate by No. which one(s) you do not wish w to contact . 



The fq^ lot forth oboyo 
siderod s^iRcient coeie \of 
gotive or cr^it tfgenciec or 

tn moking this oppMcotic n 



In my applieation for employment are true and complete. I Mt\6%f%\Qi\6 th6t if employed, folio itotementli on this applSeotion iholl be con* 
iimiuol. You ore hereby outhorized to mokt any inveit^otion of my personal history pnd finof^l and crodit record through any invostl- 
bureaus of your choice. ; • 

fo» employment I olso understond thot on investHfotty^ consumor report moy be mode whereby inlofmotion is obtoined through personal 



iwlfviews with my nelghbc 'i 



s, friends, or others with whom I om ocquointed. This inqiw»y> includes informotion as to my chofecter, ^wro^ reputotion, personol charoc- 



- ^toristics ond mode of livtng 



I understond thot I hove the right to moke o written request within q feosonoble period of time to receive odditionbl, detoiled informoHon 



obout th« noture ond scope of this HivQitlgotiv consumer report. 



ERIC 



26 



Signoture of Applicont 



APPLICANT— Do not write on thi$ page^ 



FOR INTERVIEWER'S USE 









COAAMENTS / 




— 
























/ ^ 




W t 

^ i 










f * 




#1 








• 






* 










• 








» 


r 

i 

I " 


• 





^OR TfST ADJ9\|^ISTRATOR'S USE 



TESTS 
.ADMINISTERED . 


DATE 


RAW 
SCORE 


RATING 


CO/^l^NTS AND INTERPRpATION 






























^ _ ^ 














. r 






' 













REFERENCE CHECK 



— ^ 

'Poihion 
Numt>«r 
y # 


RESULTS C* REFERENCE CflECR ^ 


^Position 
Numbftr 


RESULT^F REFERENCE CHECK 


' 1 




IV 

i 




ir 


* • 


V - 


r " ■ 




— — — 
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NAME 



PERFORMANCE RATING. 



DATE 



DEPARTMENT 



'JOB TITLE 



Check one of tlje descriptive Sh^^ases In each factor which most clearly describes 
the «nployee. ^' 

"FACTOR I - J9B/N0WLEpGf f concerns how completely the employee has learned 
about atl the types of work, methods, practices, procedures for which his 
j6b Is accountable. 



5, 



Limited knowledge. Regularly yieeds Instruction,* ; 
Fair knowledge, but still reaulres occasional checking. 
Confidence In his knowledge, but still needs coaching on details. 
Well Informed on requirements- Rarely needs assistance and asks 

for It v{hen rieeded. 
An expert, Out!ftand1ng ability In applying -knolwedge. Fellow 

employees have a high regard for his job-related knowledg^e. 



Comment: ^ ^ , \ ' 

FACTOR II - PERFORMANCE ■ ^ - ^ ' ' 

1, Approaches job In unimaginative and routine fashion. Frequently 

too much timer effort and materials are^^used, . 

2, Erratic, Ijiconslsteprt, easily discouraged, >piff1culty In 

adjusting t-o new work. Has limited accomplishments, 

3, Steady, predictable, Does^ what 'Is asked, but doesn't' leave the 

♦ » beaten path. Completes work on time with a minfmum amount of 

* wasted time. ' - . ' 

4, , Self-starter. Adjusts to new situations readily. Resourceful, 

Most other fellow employees respect his abilities, 

5, Unusual fhltlatlve: mdkes extremely Valuable cont^^lbutlons. 

Is consistently productive, .handles an unusual amount^^f work 
and' uses time effectively, ' 

Coifiments: • 



FACTOR III - DEPENDABILITY ^ 
^^^^ ' 

1, Absentee and punctuality record 'are' poor, Can*/t anticipate 
. any difficulties. Does not. handle well, confidential Information, 

2, 'Sometimes lacks common sense. Attendance 1s s;omewhat less than . 
* tfeslrable,. Accurate,. bu t .st+11 requires monltorinq, 

3, Good reliable employee though experiences some Infrequent lapses 
' of attending ^and Industry,' .Attendance Is reasonably /good, 

4^ Constantly dependable and thorough. Rarely needs checking. 

Always punctual,^ Very good attendance, 
5, • Entirely reiHable, Tends to Influence others constructively. 



Comment : 
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FACTOR Vi - ATTITUDE' , -concerns the impact his b^avior has on others,.^ reflec- 
t-lons of his attitsudes towa;*ds his job and towjMls his ca^wor1<ers Concerns 
the emploiree's re'ceptiveness to suggestions, new ideas, constructive criticism, 
whether from his ^subordinates, or his superiors. " ^- , 

f. Ho'sttle and freoftJenUV uncooperative. May do his -own job as 

■ he sees It an/ resJsrfe doin^ any more. Disturbing influence. ^ 

2. {toes along witrrrequirfed activities but tends to resist new ^ 
* . ildeas. ■'A^)t to be a dlf^cult person to corrects Rarely 

cooperative, person when the;SltuatJon is not- to his immed^iate 

advantage. ^ , ^ . 

■A 3. Usually gets along well with others.v ■ • 

' 4. Always willina to cooperate with his, superiors and fellow employees. 

- 5. Is tedm. oriented. An -Informal group leader who "^bnstr'uctlvely in- . 

.fluences others. — , — 



ERIC 



1. Ooes the employee's present positfon peirmijb 't|ie best us^ of his capabilities 



2; What 'specific types of positions should this employee^e considered for^? 

Has he indicated a special interest in any other, type of work? What should > 
he do or we do to prepare the ^mp^ee for the other position, if applicable? « 



(3. What Vaining or fechjcational course(s) has he taken in the last twelve 



.4 ■ 



months? 



This performance rating has been discussed with me. 



-I 



Employees Signat^jre, Department Head/Supervisor; s 

' ■ * • Signature 



Date ': ' » • 
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DATE 



EMPLOYEE EVALUATION FORM 



\ 



NAME:. 



OETARTDIENT^ 



JOe CLASSIFICATION 
.EMPLOYEE NO:- 



Listed be3»w are fact^ors to be- considered iTi this performance' evaJ.ua'trion.' 
Each factor has a five point maximiam vafue. 



SECTIOff 

I 

A 

A & B 
A &(C 



PURPOSE 

All 'Employees 
Clerical 



MAXIMUM 
SCORE 

■ -55 / 
'•60 ' 



" J 


ABOVE 




BELCJW •* ' - ' 




EXCEPTiJQJiAL AVERAGE 


AVERAGE ' 


AVERAGE UNSATISFACTORY. - 




5 4' 


• i 


• 2 ''■ ' ■ . I ' • ■ ' 



'ATTENDANCE 
ATTITUDE 
« DEPORTMENT 

. INITIATIVE 
VERSATILITY 
ADAPTABILITY 
STABILITY 
DEPENDABILITY 
JOB, KNOWLEDGE . 
O^JALITY OF WORK 
QUANTITY O^-WORK" 



SECTIO^I A 



OFFICE SKILLS 



SECTION B 
> 



V 

rE SKIL 



SECTION C 



COMMUNICATIVE SKILLS 
CREATIVITY 

ORGANIZATIONAL ABILITY 
SUPERVISORY -SK ILLS ' 



TT 
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,M^or WMk points are-' 



i. 



theae^an be strenpthened by doing the 
foltovtdng: 



1 * 



Wajor strong points are- ) ^ 



2., 



a^d these can be used more effectively doing 
the following: 



f 



i 



DATE* OF TflPLOYMElff. 



LAST RATE CHANGE: 
FROM $ " 'TO $. 



DATE 



CONDXTIONS ' HHICH MERJT . 
SPECIAL CONSIDERATION^ 



• - • RECOMMENDATIONS 
FOR CURRENT REVIEW "PERIOD 



ERIC. 



A copy of this Report has 
been jdiisc'ussed with me. 1^ 




EMPLOYEE'S gIGNATURE 



PATE 



PERFORMANCE RATING 



EXCEPTIOMAL 



BELOW AVERAGE 

*■ 

_JiBOWE Average liNSATisFACroRY 

AVERAGE 



RATED BY I. 
DATEt 



APPROVALS 



1. 



'3^ 



PrfrENTIAL REVIEW 



Name 



Date 



Departments 



Joh Tttle 



• V ^ ..... - 

'Place an x mark on each rating scale, over the descriptive phrase 'which most clearly^ 
describes tAi^employee. 



ALEICTNESS Is the ability to- grasp Indtructlon^i to meet chai^ng conditions afed .to 
solve .novel or problem situations ♦ # ' , , 



Slow to 



Requires more Irtian Graspq instructions IJsually quic?H Exceptionally 
"catch on" average instructions with avera|fB' to understand keen and aletr. 

and explanations.. ability. 



« and learn. 



CREATIVITY 13 talent for having new ide», for finding new and better ways of. doing 
things and for* being* imaginative. 



Rarely has Occaslpnally 

a new Idea;^ comes up with 

Is txnlma- a new idea^ 
glnative. 



H^s average imagin- FrefSen^ly Continually seeks 

at ion; hits reason- ^'suggests new new and l;)etter 
able numbclr of new ' ways of doing * ways of doing 
ideas. things; is very things; Is 

imaginative. extremely 

imaginative. 



, DEPENDABILITY i.a the ability to do required jobs well- wlth^ a minimum of supervision. ^• 



Requires Sometimes requires Usually takes care , Requires little Requires abso- 

dose prdmpting. , o* necessary tasks supervision; is lute minimum of 

supervi- , and completes with reliable, 

slon; is reas9rttible prompt- 

unreliable, ness^ 



sapervlslo\i. 



DRIVE is the desire to attain goals, to achieve. 

4 * 



Puts forth Puts forth little 
practically effort ta achieve, 
no effort. 



Has average goals 
and usually puts 
forth effort to 
reach these. 



Strives hard; 
has high 
desire to ^ 
Achieve* 



Sets high goals 
and/ strives 
incessantly to 
reach these. 



1. Does employee's present posltfon permit the best use of^hls capabilities? 



33 
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fMPLOYEE EVALUATION 

Non.Sxempt Offrw Persor\4lel 



Name 



3ob Titles 



D^partme 



, Time on job: 



Years 



Months 



Time since last .report 



3 r^ios. 6 mos/ 12 mos. 



i^ater 



Date of ihii report 



Title 

r 



Instructions:.. Evaluajte the enrployee on tl?e job now being performed. Use your rating guide 
'that describes i)©havior, in each category and check in the" column that applies. 
Gate. Accuracy and Thought is necessary) fof maximum fairness. 



8i9n«twr«s:'^«tsr 
Em ploy se 



Date discuM«d«with employes 

1- 




^Employaa will mign, mjUcetiniithe evuluetlon has been reed. ^ 

' NOTE - An empfoye^ mey meke e w#ltt*n etetement concerjilnfl thie eveluetlon, 
^Mh\n one week pt thei'eveluetion. ThIe wIM be filed with the eveluetlon 

r^w^^^-il, OeU •fid Route 

ERIC 



V 



a K» 8ttporvlMr . 



Personnel Menefler. 



File 



^Personnel-uee 



*lt -is mandatory that this 
column be completed. 



Principle strengths: 



Maia weakness: 
« 



What will be done to strengthen 
tTtbse weak areas, v 



/ 
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EMPLOYEE^ PERFORMANCE APPRAISAL 



Name:_l 



>Jbb Title; 



DepaT Unent: '. . j 

H^TRUaiONS % 

1. The forman should complete all forms in jfriva'cy. ' 

2. The emt>loyee shqgld not be allowed to actually see and read' the formJonfear of misin- 
' terpretation. - , . 

3. Job performance should be discussed with the employed m^'mcy, not at his work 
tion. - ' 

4. Gi\te the Employee one day's notice prior to the cortference. 

5. The "Rater" should return the-completed forms to his supervisor after his discussion 
with the employee. The complefed' forms shdQid directed to Personnel in a SEAUfi,- 
COII£lfi£CiZLIiHnvelope after being reviewed by the "raters" supervisor. 



CHteK ( ) EACH ONE OF- THE DESCRIPTIVE TERMS THAT APPLY 



A^RACY 



Makts frtquent ^Carel^ss; makes 
errors. . recurrent errors. 



Usually accurate;, 
.nakes Ofliy 
average number 
of mistakes. 



Requires Httle 
supervision; is exact 
and precise most 
of the time. 



Requires ak>solute 
minimum of 
•supervic'c'n, is 
airr^ always' 
acdhite. , 



ALERTNESS 



Slow to 
"catch on/' 



Requires mpre than Grasps instructions Usually quick 
average Instrudtions with*averpge . to understand 

and explanations. abiUty. and learn. 



Exceptionallylceen 
and alert. 



CREATIVITY 



Rarefy has a ; 
new idea; 
T-rrir> fstmimaginetlve. 

hKjL i 



Occasionally 
comes up with 
anjwidea. 



Has average 
imagination; has 
reasonable number , 
o( new ideas. 



Frequently 
suggests new ways 
of doing thingsi is 
very imaginative. 



Continually se^s 
new and better 
ways of doing 
things; is q^remely 
inriaginative. " 



FRIBID^IIfeSS 




Approachable; ^Warm; friendly; 

friendly once kr>awn sociable, 
by othets. * * 



Very sociable 
and out-going. 



Extremely-sociable; 
excellent at 
establishing U 
good will. 



PaiSONAUTY 



Personality 
unsatisfactory 
for this job. 



Personality ' 
questionable 
for this job. 



Personality 
satisfactory 
for this job. , 



Very desirable 
personality 
. for this job. 



l?ut «a ndi ng 
per^ality 
for this job. 



PERSONAL APPEARAKCE 



Very untidy; 
. poor taste in 
dress. 



Sometimes untidy 
and careless abMit 
personal 
appearance. 



PHYSICAL FITNESS 



Tires easily; 
IS weaic and frail. 



ATTENDANCE 



Frequently tires 
and is slow. 



Generally neat 
and clean; 
satisfactbry 
persorfcai 
ance. 



appearar 



Meets physical and* 

efwgy joo • 

requirements. 



Careful about 
personal 
appearance; 
good taste 
^n dress. 



Energetic; 
seldom tires. 



Unusually well 
groomed; very 
neat; excellent 
taste in dress. 



V 



Excellent health; 
no fatigue. 



Often absent 
without good, 
excuse and/ or 
^trequently repqfts 
f Or work late. 



Lax In attendance 
and /or 
reporting for 
work on tin>e. 



) 



Usually present 
and on time. 



Very prompt; 
regular In 
attendance. - 



Always regular 
and prompt; 
volunteers for 
overtime when 
^•needed. 



HOUSEKEEPING 



ERiC 



Disorderly or 
untidy. 



Some tendency 
to be careless 
and untidy. 



Ordinarily keeps 
work area 
fairly rf^ 



C^uite conscientious 
about neatn^s 
and cleanliness. 



Unusually neat, 
clean and 
orderly. 



DEPEN^ 



ABILITY 



RcK9u ires close 
supervisiim; is 
unreliable. 



Sometimes 

requires 

prompting. 



Usually takes care 
of necessary tasks • 
and completes with 
reasonable 

promptness. - ^ 



Requires little 
supervision^ 



is reliable. 



Requires absolJIe 
minimum of ' 
supervision. 

/ • 



X)B Klild(¥IJEDGE 



Po(5^ly informed 
about work 
duties. 



Lacks knowMke 
of somephastt 



of work. 



Moderately 
informed; can' 
answer most ' 
common .questions. 



Understands 
/ all pbases df 
work. 



Hasx:ompl^e 
mastery of all 
pbases of job. 



QUANTITY OF WORK 



Does not meet 

mininujm 

requirements. 



STABILITY 



Does just 
enoui^ to 
getV' 



Volumepf^ 
work is 
satisfactory. 



Very industrious; 
aoes more than 
Is required. 



Superior work 
production 
record. 0 
/ 



Goes pieces'* 
under^presaure; 
is?|impyr 
ananervoui« 



Occasionally 
l^"blows up" under 
pressure; is 
easily irritated. 



/ 



Has average^ 
tolerance for 
crises; usually 
/emains calm. 



( 



Tolerates iTKist' Thrives under 

pressure; likes crises pressure; really 

more than the enjoys solving 

average person.* crises. 



COURTESY 



Brunt; 

discourteous; 
antagonistic 



Sonwtlmes 
tactless. 



.Agreeable ^ / 
and pleasant. 



Always very polite 
and rifling 
tohelpr 



Inspiring to others 
1n being courteous 
and very pleasant. 



ERLC 
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OVH^LL EVALUATION 

Unsatisfactory, 



Below avtrage but Doingirv 
making progress. aveh«e job. 



Definitely 
abovd average. 



Outstar^iing. 



COMMENTS 




Strtngttis 

1 

- ^' 

3,__4 



-and these can be\ised more effectively by do-' 
ing the following: ^ 



I. 



Rated by 



iNameT 



(Title) . 



(Dafe) 



ERJC 
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PERfORMANCE EvilUATION 



CURRENT STATUS 



LAST REVIEW DATE 



CURRENT D^TE 



REVIEW DATE 



EMPLOYEE NAAXE 



EMPLOYEE NO. 



DEPT. NO. 



JOB TITLE 



JOB tooE Supervisor 



LAST INCREASE 



I "AMOUNT 
[sUFERVtSOR 



DATE 



PRESENT 



SALARY 



OEPARTMENTNAME 



PLANNED INCREASE 



AMOUNT 
$ 



SALARY 



DATE 



AUTHORIZED APPROVALS 



DAT^ 



DEPARTMENT,MG1^. 



DIVISION MGR. 



1 ACTUAL INCREASE 


AMOUNT 
$ 


SALARY 


% 






1 EFFECTIVE 


DATE 











SUMMARY OF ACCOUNTABILITIES 



ACCOMPLISHMENTS 



HOW MEASURED 



* ' ' ' [ * 
1 * ' * * 




f\ — — ' — »" . ' , ' T~^^ — 

• ^- 1 , , ■ 


^ — \ — — 








-"^tT^ ^ ■ — - 




■ ■! ' • ■• ' — 




-J-r-. — 


'—r-^ — ' ^ 






3 ' — 


5 ^ . r rf^ * > , * 






X 



OVERALL PERFf^MANCE ASSESSMENT 



<Srr * 



MAndlNAL 



OVERALL PERFORMANCE NOTATION 



ADEQUATE 



^0 



->COMP 



^TENT@ 



CdMMENOABLE (4) DISTINGUISHED (s) 



EXPECTED LEVEL OF PER60RMANCE 



SJ — « • ' ' : : ' 

ERIC NECESSARY TO EXPAND ACODUNTABlUTIES AND/0R'ACC0MPLISHI9IENTS. USE gACT OF FORM^ ^. 



NAME 



EMPLOYEE ai?OWJH AND DEVELOPMENT ^ 
' ' ' DATE " ' t 




- 1 . General Jnfonhation ^ * ♦ 

, ••A,^ Present posltfon ^ 

C. .Yeairs 'ln present position 
IK Instructions • ' * 



B. Department 



D. Total service 



..years. 



i. Employee :- Mil in all areas. -If, as the employee, yqii;feel you are 4oing . 
L- well- in the particular factor being'consWered, g^vg y6urs§lf credit by ' . 
} i^hkckim the.- appropriate statwnent then, stating such in the space prqvided. 
■Jfisyou are lacking, be equally frank , in writing your 9pinign. Such a remark 
'vrfn enable, your* supervisor to assist' you in increasing your total personal per- • 
^formajace. . • ^ • ' ' ' '. vAv 



p. . SuplKlsor : -Review the,.empl oy^e ' s remarks fdr imajf factor and chec|( in th^ 
box provided,. .iagree or disaC|ri||. - If you disagrefTexplain your reason in.tl 

. space provided beneath the fa^or". .' • " ' " 

- ' ; ^ i. • ' ' . 

C. E mployee-Sjjpervisor : • In rectfrdilg the answer of eacf^ -factor, the employee^ 
ill U! 



the 



wil] use 9 black or blue pen and tlMU,supervisbr will use s red pfep.» ?oth must > 
confplete the form, per the instrUttiorls, in order to be eligible for -the proposed 
increase.- • ', , ' t , ► * ' e, 

•Ill*' Factors . 



.A. Job ,Knowl edge - Consider rf you possess the necessary tqpls (experier|:?, traim^^ 
t© -perfofi the job adequately. ; , Supe;rviscjk" ' _^ir«' 



Supervls(jj' ^ 

Needs Improvement ." Satisfactoby Highly Acceptable ' "Agree -/Difeagree 



Explain ^'our answer; 



B*' Cdmmunlcatio.ns - Cons'ider''your abili^i^tb slth > 
understand and make yourself understood by * 
ot.hers, both equal. «onmunicatiOTis;. - - , 



Supervisor 



Needs- Improvement 5atis,factory Highly Acoeptable ' Agree, Disagree 



{xp]ain your^answer: 



.ERIC 
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III. C> Jn^ttLatlve and Creativity - How is your planirlng, ability 
''to' c»rry through a. job and your ability to'make constructive 
suggpstlonst 



Supervisor 



Meeds Jmprovement^^, Satisfaictofy- Highly Acceptable . Agree Disagree 



a1n your answer: 



Pr Ouality of Work ^ 'Are ydu meeting, the standards of the job? Slipjervlsor ^ 
'it NSfeds Improvement Satisfactory Highly AcceptableF Agree Disagree 



^Explain yoi/ir '"answer f 



E. De 



ur *D" 



id aMl.ity Rate^ yourlroility to. accompli sh.an , . 
neotaik ,with'in the time limits a'^lowed. * ' 

Needs Jmprovi^ent Satt>ii(^tory-'Highly "Aeotptable- 



Supervisor 
ffgre^ D"isagr6e 



fxpVaiir y^bur answer: . r 



^. Cooperation with' others - ConsfdeA^our ability 
' to <*bi)per»ate wi th your fellow workS% Including 1 
^wlicle's and practices in' general. \ " . 

^ We^s Improvement ' Satisfactory, highly AcceptabTe 



SjUpervisor- ' 
^ 'Agree, Di'safiycee 



I 



/Explain your answer:- 



. jS>. feratnal Appearince - Consider' .youn appearance and • ! 
^ /• . hygiene as i^t* relates to your pos*i«iorl'.CLr department/ 
' / >s6rvtce cfress code: * li . > . 



1 \ ^ 
"Supervisor 



Needs Improveoj^int Satisfactory '\fighly Accepl^able ^ Agree Disagree 



/ 

/ ' 



- ' ; . r ■ 

' txplain your answ6r: 



\ 
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• 'I ' 

^. Attendance-Punctuality - Rate your m^ndance record; 

lateness . > Supervisor 

. Needs Improvement Satisfactory Highly Acceftjable Agree Wsagree 



Explain yoigr answer: 



± 



L Proper utilization of skills - ,technicai1 ability , \ ^ 
. Ta what degree are your sRIlls and technical A - 

* '•operly utilized in your j ' 

iipervisor 

S Needs ImpTOVfeflftent Salfisfactory .Highly Acceptabfe Agree Disfigree 



Explain your answer: 



(' 



» — — ^ — 

Growth ahd development {teel^nical) To' what degree 
are you or the company improving your technical 
ab^ities.and potential? 

Needs Improvement Satisfactory Hi ghl Acceptable Agree Disagree 



Supervisor 



'^■''■] Explain >!bur answer: 



*E Lead&cship/Promotional Potential - Do you pc^sess 

leadership and promotional potential in yojujf present V' " 
work/Tield? ^ ^ 0 - Supervisor 

, Need^ Improvement Satisfactory Highly Acceptable Agree Disagree 



— r~- — ~ ■ 

■^Explain your answer; 



>' /75 7 



■ ■* ■ ■ • - /X 

L. Employee's suggestions for self -improvement during-.the next year 

« «^ , ■ • . • ft 



4- 

irin^. 



IV/ SUPERVISOR RECOMMENDATIONS : 



A. Supervisor's suggestions for employee's improvement during the next year: 



• / B. Dnployee's especially good trafts: 



C OVerafll evaluatior^r (check one) 

Needs Improvement Satisfactory 



Highly Acceptable, 



§. Recommendations: (check one) ^ ^ * 

* Employee to move up to next appcopri ate -step increase 



MifhhQld the step increase pending performance improvement and schedule 

another r,fevi€w in months ! ' * * . 

^ - ^'l : ~ ■ . ' \ 

other I , «^ * ' , . \ . . 



EMPLOYED COMffENTS - Further coniment on your evaluation , and your supervisor's 
recommend a tiojis: - ' 



*4^ 



I would;l1ke |n appointmenft with tf^gJappropriate department/service director 
prtbr t;a' signing; this- fornr. - \. ^ , * 

NOTE: pb hot sign until after yoUr discussion peri,od' with your strperviior^ 
-Signing does not necessarily indicate approval; 



Eroployefe* Signature" 



4- 




Supervisor .Signature 



Date 



9 



.44 



^44- 



NAME 



REPORT 

PERIOD 3 6 12 Mos. 



TU1e 
Rater 



EMPLOYEE EVALI^ATION 
Non Exempt lab •Personnel 

* 4 

Date. ; . 



Deparfment 



Hfstructions: Evaluate employee on the job now being performed. Use the rating guide- 
on the reverse. side in selectirig the category that best describes the 
employee's perfojmance,. Place a check in column below that applies. 



FACTOR 

. • • • 

• « 

• 


'O 

•«-> 
u 
to 

10 

.c 

p 

< 


• 

c 


Expected 


0) 
O) 
fO 

- V 
> 

o 


c 

«0 

4-> 
10 
4-> 

O ^ 


Improved 


No Change , . . 


03 
C 

o 


COMMENTS ■" 

f 


of work 


' i 
i 










^ 

\ 








of Records 

t 


1 




• 






r 

m 


f 






Working Speed 

^ 


• , i 
















* 


Neatness 




• 


• 












% • 


Judgment and' Common 
Sehse ^ * 




• 














♦ 

• 


Application 




• 
















Depen<Jab111|y 


• 






• 


• 








* 


Attitude . 


• 


















Reactfon to Criticism 


















■ 


— > ■ t 
Desire to Learn 










i 


- ^ — 








Desire to^lsuitie" 
Responsibly^^ ^ 














« 







I 
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— * ~' — — ' 

.* Principle, strengths 


■ Main Weaknesses 


Corrective Steps to Be 
" Taken 


L 

\ • 






. % 


1 








t 




• 


: ^ ' 




f 






Date rating discussed with employee 


■ INITIAL, DATE & ROUTE 


*Signa turves: -Rater I 




Rater's Super. ^ 


Employee 




Personnel .Mgr, 






File 




Employee should sign indicating he has read report. NOTE: The employee may make a 
written statement to the rater concerning this ^valuation. 


^ - . 
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EMPLOYEE EVALUATION 

— Rating Guide — 
NON EXEMPT. LAB PERSONNEL 



fACTOR 



UNSATISFACTORY 



Accuracy & 
Completeness 
of Work 



Accurocv!& ^ 
' C^pieteness 

of^ltecoV^s 

It^ 



Erequent and 
repeated errors 



Poor records 
Important data 
not recorded 



Working Spelled 



Neotne^s. 



Judgment and 
Common Sense 



Application 



Dependability 



Attitude 



Reaction To 
Criticism 



• J 

5 

Desire Jo Uorn 



■^^"^ To Assume 
g|^(^onsibility 



Very slow^on , _ Does enough to 



^ routfnc woric 



MARGINAL 



Occow^nal 



EXPECTED 



errors- . 
Work incomplete 



Records m^sy . 




Messy work area 



Does not 

underitond work 



Frequently wostes 
trme 



Requires constant 
reminders 



UncooperoJive 
Belligerent 



Angers * 
Foils to chonge 



No interest 



' fturk poster 



get by 



Occosionafly 
deons up 
Untidy^ 



Requ>res deto ed 

direction t 
Sonrie*tmes 
logical 
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Occosi6»>ony 
waste* time 



Occosior^l 
r^m»nCTer^ 



rew errors « 
Work usually 
complete 



errors ' 
Tata recorc^d 



Oood Producer* 



Reasonably neat ' 



Needs some'guidonce 
Usually reliable 



Needs some 
guidonce 



Completes work 
OS directed 



Generolly 
cooper otive 



D»src<|nrds 
resentful 



Leorns only 
OS required 



Reluctant to 
assume 
responsibility 



Team worker 



Accept! and ^ 

modifies behavior 



Interested in 

work ^ 



Willing^ assume 
responsibility 
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ABOVE AVERAGE 



Errors rare 
Work complete 



Records up to* date 
All data recorded 



Above average 
speed 



Seldom needs 
reminder 



Plans work well 
Needs little direction 
Offers fogical 
suggestions 



usy 



Needs liHle 
supervision 



Godd teom worker 



: Receptive 
Ouick to follow 
advice 



Interested in 
leorning new 



Interested in 

' new duties 
Wonts to assume 
retoonsibilitv 



OUTSTANDING 



Errors Extremely 

rdre 
Work always 

complefe - 



Records complete 
Concise, point way 
to future work 



High Speed 



Meticulous 



Thinks qutckly, 
logicolly 



Always busy, 
tnt^ested 



Alwoyi reliable 



Excellent team 

'worker 
Diligent 



Welcomes odvie* 
end suggestions 



es news! 



Welcomes i 

ideas w^Htff&igfj* 
ments • Studies 
Independently 



Eager tp ossume 
I'esponsibiiity 
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